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How can | see Travel Manager Funds

Variances?

This is your BW Travel Report.

Travel Query {Unrestricted Trav. Doc Type)

fMihe>a d Q818 EEI ®:

[» Havigation block:

[» Wariable Values

Cost center | Traseler Nam e .Tra\el Authorizetion | Trasel Date | Location .Trip Pumpose .Cnmm itm ents |Disbursements

512210 | TOUFECTIS KIM W 51.221-040006 | 02022004 LANGLEY AFB & SITE WSIT $147 50 $000

10FMA00 | CHESLE ¥ STEPHEN E 10F0400130 02/02/2004 [WALLOP S ISLAND VA, MEETING §127 00 $000

|10FTA00 | HUWEI YEN 10-/0400066 12452003 NE'W ORLEANS | & WE ETING $541 33 | $541 33

10GGA00 | BATKIN MARKR 1030400059 | 011282004 WWALLOPS ISLAND WA, OTHER (see belaw) $301.00 $000

10JA800 | BAYON MARIAD 10-10330348 09/30,2003 |MAYAGUE ZPR SITE WSIT §245 15 §24515

10-10400045 11182003 | ST.MICH AELS MD MEETING §743 02 §743 02

CHAYEZ HECTOR 10CPO4T 106 # # Motassigned $4,82.00 $000

DOMINGUEZ OLGA M 10-10400011 10/20/2003 | "N ASA MARSHALL SPACE FLIGHT CENTER AL CONFERENCE ATTEMDANG | $376.32 $376 32

10-10400053 111842003 | ST.MICH 4ELS MD MEETING | 356174 3561 74

10-J0400069 I % ' Mot assigned F11551 | $115 51

MURPHY DE 2NN AB 10-J0400037 |11/18/2003 ST MICH AELSMD MEETING $563.00 | 563 00

10-10400046 11/2/2003 [WALLOP S ISLAND va MEETING 56165 56165

|SUTTON JEFFREYE 10-J0400010 10/20/2003 | HUNTSVILLE 2 CONFERENCE ATTENDANC | §128237 §128227

WERNER JAMES D. 100400103 01412004 | A5 & HE AD QU ARTER S PC OTHER (s88 below) $833 70 $000

100400103 (2B4) |# # Mot assigned 048 70 $000

10850 | BAYON MARIAD 100400015 10202005 HUMTSVILLE A CONFERENCE ATTENDANG | $145410 F115410

SUTTON JEFFRE YE 100400054 1118/2003 | ST.MICH SELS MD MEETING 704 50 $000

10-10400127 # # Mot assigned $2960 $2950

[10JEA00 | AMIDEID &MD & 1010330341 10,01 2003 | *JP L-NASAP ASAD EN AC & SITE WSIT $2027 85 $2027 83

10-J0400012 1052003 | 1P L-NASA P ASAD EN AC OTHER (s88 below) §579098 $259549

100400023 [11/03/2003 | %P L-NASA-P ASADEN H,C & OTHER (see below) $147021 $117021

10-10400068 12/01 2003 [P L-NASAPASAD ENAC A WEETING $239392 $239392

10-00400105 01 912008 | *JP L-NASAF ASAD ENAC A WEETING $957 08 F000

10-J0400106 |01/27/2004 | *JPL-NASA-PASADEN AC A MEETING §835 78 $000

Mot assigned |02/03/2004 | NEYY ORLEANS LA MEETING 5106 | $106
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Step 1: Use your CSV Icon to export this report into Excel.

Export to Excel via CSV

1. From the Toolbar, click the Export to CSV Icon
1:553 . :

2. Text will appear in an Excel sheet.

3. Highlight Column A

4. From the menu, select Data | Text to Columns

5. Original Data Type = Delimited - Click NEXT

6. Delimiters = Semicolon - Click NEXT

7. Click FINISHED

8. Save File as Excel and use the Browser's BACK button to return to
BW.

This is your document.CSV exported and text-to-columns completed in Excel. It's now
ready to manipulate.

A [ B | & [ [=] | = | F | [=] | H
Cost centel Traveler Name Travel Authorizati Travel Date Location Trip Purpose Commitment Dishursements
512210 TOUFECTIS IR W 51-221-040006 2722004 LAMGLEY AF SITE “1SIT 147 .50 F0.00
| 10F k200 CHESLEY STEPHERM E10-FO400130 2722004 WALLOPS ISIMEETIMG $127 .00 F0.00
TO0FTA00 HLU WEL Y ER 10-J0400066 12152005 MEWY ORLEAIRMEETIMNG $541.335 $541 .35
10GGA00 IEIATKIN PSR R I10-G0400059 222004 *MASA LANGIOTHER (see b $177.07 $0.00
1024200 EANCOMN RMARLA D 10-J0330345 2/30/2003 MAYAGUEZ FSITE ST $245.15 $245.15
10JA200 BEANCOMN MARLA D 10-J0400045 11182003 ST. MICHAEL MEETIMNG F749.02 F749.02
_|10JAA00 CHANELZ HECTOR 10CFO04T-106 #+* # Mot assigned %4 ,182.00 F0.00
1042200 DOMINGUEZ OLGA W 10-40400011 107202003 “rASA MARS CORMFEREMC $376.32 F376.32
1042200 DOMMIMNGUEZ OLGA B 10-10400053 11482003 ST, MICHAEL MEETIMNG $561.74 F561.74
1042200 DOMMINGUEZ OLGA B 10-J04000582 ## # Mot assigned $115.51 F115.51
10424800 MURPHY DEAMMA B 10-J40400037 11182003 ST, MICHAEL RMEETIMNG $565.00 $563.00
1014800 MURPHY DEAMMNA B 10-J0400045 11122003 WALLOPS ISIMEETIMNG $51.65 $51.65
1024200 SUTTORN JEFFREY E 10-J0400010 10202003 HUMTSWILLE, COMNFEREMC 61,2562.27 F1,282.27
10JA200 WWERMER JAWMES D. 10-J0400103 11172004 *MASA HEAD OTHER (see b $533.70 F0.00
10JA200 WWERMER JAMES D. 10-J0400103 (CBA) # # Mot assigned $948.70 F0.00
Fi 1042201 BANY O MARLES O 10-40400015 10202003 HUMTSWILLE, COMRFEREMC 1,154 10 $1.,154.10
| | 10J2:01 SUTTORN JEFFREY E  10-J0400054 11482005 ST, MICHAEL MEETIMNG $704 .50 $0.00
1042201 SUTTOMN JEFFREY E 10-40400127 b # Mot assigned $29.60 $29.60
0 | 10JEA00 AMIDE] DAND A 10-J0330341 1012003 *IPL-MASA-PLSITE WISIT 2,027 .95 $2 027 .95
10JEA00 AMIDE]I DANID A 10-J0400012 10152003 *JPL-MNASA-P. OTHER (see E $5,790.95 $2,595.49
: | 10JEA00 AMIDE] DANID A 10-J0400023 11/,3/2003 “JPL-MNASA-P. OTHER (see b $1.,170.21 F1.,170.21
10JEA00 AMIDE] DANID A 10-J04000655 12412003 “JPL-MASA-P. WMEETIMNG $2,393.92 $2,393.92
10JE200 AMMIDEI DAND A 10-J0400105 1192004 “IPL-MNASA-P. WMEETIRG F957 .03 F957 .03
10JE200 ARIDE] DANID A 10-40400106 1272004 1P L-MNASA-P- MEETIMG $835.78 $835.78
26 | 10JE200 ARIDE]I DAMNTD A Mot assigned 3M 532004 LOMDOM , GEFCOMNFEREMC $1.06 F1.06
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Step 2: Further manipulation is needed in Excel:
1. Click on Data/Filter/Auto Filter
2. Click on Drop Down for Disbursements
3. Click on the Custom choice. A screen pops up like the one below.

Custom AutoFilter 2 x|
Show rows where:
Disbursements -

|equals :j ! _:_'

i and & or

| E [
Ilse ? to represent any single character
Ilse * to represent any series of characters

ok I Cancel |

4. Click on the drop down arrow next to “equal” and choose “is Greater than”

5. Click on the drop down arrow in the next field to the right and select “$0.00”

6. Click on OK.

Your report no longer shows the zeros.

10FTADOD
10JAA00
10JAA00
10JAADD
10JAAD00
10JAA00
10JAAD0
10JAADD
10JAAD0
10JAAD1
10JA401
10JEADD
10JEADD
10JEADD
10JEADD
10JEADD
10JEADD
10JEADD

Commitmen -

HU WELY  10-J040008 124152005 MEYY ORL MEETIMNG
BAYON M 10-J03303:  5/30/2003 MAYAGUESITE WISIT
BAYON h 10-J04000. 11418/2003 5T, MICHEWMEETING
DOMIMNGL 10-104000° 10/20.2003 "NASA MACONFERE
DOMINGL 10-104000¢ 11482003 5T, MICHEMEETIMNG
DORIMGLY 10-J040008 # # Mot assign
MURFPHY 10-1040007 1141852003 5T, MICHEMEETIMG
FMURFPHY 10-104000. 1141222003 WALLOPSE MEETIMG
SUTTON J10-104000° 10/202003 HUNTSYIL CONMFERE
BAYON M 10-J04000° 10/20/2003 HUNTSYIL CONFERE
SUTTON J10-J040017# # Mat assign
AMIDEI DA10-J03303:  10/1/2003 "JPL-NAS, SITE WISIT
AMIDEI D410-J04000° 10152003 "JPL-NAS: OTHER (=
AMIDEI D410-J040007  11/32003 "JPL-NAS: OTHER (s
AMIDEI DA 10-J040008 12712003 "JPL-NAS MEETING
AMIDEI DAMat assign  2/92004 NEW ORL MEETING
BIESS THIM10-J04000¢ 112120053 CHARLOT MEETIMG
CLARKE A10-J040000 104172003 MEW HAY CONFERE

$o41.53 1

24515
b7 45.02
F376.32
FoR1.74
F115.481
$563.00
Bb1.65
§1.282.27
$1.154.10
§29.60

b2 027 .95
¥, 790,595
F1.,170.2
F2 39392
#1.06
F125.11
Fa90.02

Disbursemen = |
Fad1.33
F245.15
§749.02
F376.32
Fab1.74
F115.481
Fak3.00

BB 1.65
0128227
#1,154.10

$29.60

B2 027 .95
F2,895.45
$1.,170.2
b2 39592
#1.06
F125.11
Fa90.02
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3: Now we need to create a formula.

1. In the next column, create a formula to subtract commitments from

disbursements. See below.

2. Pressing Enter allows the formula to work.

3. Now, copy this formula down the column to the end of your rows.

Step 4: Investigate the difference

1. Examine the last column.

10FTADD
1044400
1044400
1044400
1044400
1044400
10JA400
104400
1044400
1044401
1044401
10JEADD
10JEADD

2. If the results are not zero, you should investigate the amount. Should the

Fo041.353 1 =0G4-H4

$a41.33 ) ____ $541.5:
24515 24515
$749.02 b7 45.02
$376.32 $376.32
$o61.74 hob1.74

Travel Da = | an:atinr_vjm'ur_vjCnmmitmen_vJ_D_igij_u_rggrp_eg"v|

HU WEI-Y 10-J04000F 12/15/2003 MEW ORL MEETING

BAYOM M 10-J03303:  8/30/2003 MAYAGUESITE VISIT
BAYOM M 10-J04000. 11/18/2003 5T. MICHA MEETING
DOMINGU 10-J04000° 102042003 *NASA ML CONFERE
DOMINGU 10-J04000¢ 11/18/2003 5T. MICHA MEETING

Traveler =
HU WWERY 10-J04000¢ 12152003 MNEWY ORL MEETING
BAYOM M 10-J03303: 95302003 MAY AGLESITE YISIT
BAYOMN M 10-J04000: 11182003 5T, MICHE MEETING
DORIMGU 10-J04000° 105202003 *MASA MECONFERE
DOrIMGLU 10-J04000¢4 11182003 5T, MICHE MEETING
DORINGL 10-J04000¢6 # # Mot assign
FMURPHY 10-J040007 11182003 ST, MICHE MEETING
FAURPHY 10-J04000 114122003 WaLLOPEMEETING
SUTTOMN J10-J04000° 10202003 HUNTSYIL CONFERE
BAYOMN & 10-J040007 105202003 HUNTSYIL CONFERE
SUTTOM J10-J040077# # Mot assign
AMIDE! D 10-J03303: 10172003 *JPL-MAS: SITE YISIT
AMIDEI D4 10-J040007 1015/2003 *JPL-MNAS: OTHER (=i

h041.33
F245.15
749.02
$376.32
Ho61.74
F115.51
$563.00
$61.65
b1,262.27
B1.,154.10
$29.60
$2,027 95
$5,790.93

Travel A = |Travel Da = |Locatior = | Trip Pur = |Cormmitmen = | Disbursermer = |

h5041.33
F245.15
749.02
$376.32
Ho61.74
F115.51
$563.00
$61.65
b1,282.27
B1.,154.10
$29.60
$2,027 95
$2,895.49

#0.00
§0.00
§0.00
§0.00
§0.00
§0.00
§0.00
$0.00
#0.00
$0.00
§0.00
§0.00

funds be returned to your organization or should be left as is?

$2835.49 1

BW FAQ's

4/23/2004

Page 4



